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Navagating
Adobe Connect



AGENDA
Civil Rights Review

Alimentum Change

Baby Food Changes

Lost & Stolen Checks Update

Baby Behavior Update

Checking Those Checks

New Income Guidelines

Foster Teens – New Guidelines



AGENDA (cont.)
Formulary – New 

PAF – New 

Authorized Representatives – What can they do?

Documenting Averaged Income in Journey

Using the Phone to View Proofs

Other

FY2017 Webinar Dates - Mark your Calendar



Civil Rights Review
REQUIRED FOR ALL STAFF 



Four Required Areas of WIC Civil Rights

1. Tell Applicants, clients and the public how to apply for WIC and how to file a

complaint.

2.  Identify and accommodate language needs.

3.  Collect Race and ethnicity information.

4.  Accept complaints when someone says they have been treated differently.



Public Notification



Services for LEP (Limited English Speaking) Clients



Collect Race and Ethnic Data



How to Determine for New Families who Call 
for An Appointment?



Allow Anyone to Submit a Complaint

1. Accept complaints when someone says they have been treated differently
◦ Race/Ethnicity

◦ Disability

2. Accept complaints from anyone:
◦ Participants/Applicants

◦ Authorized Representatives

◦ Vendors



Let Those Wishing to File a Complaint Know That:

1. They can fill out a complaint form

2. They can tell you and you can fill out the complaint form

3. They can call the State WIC Office and file a complaint

4. They can call or send the complaint directly to USDA
◦ Rights & Responsibilities

◦ Food Brochure

◦ Equity for All Poster

◦ Vendor Agreement



Encourage Them to Submit the Complaint  Soon

Discrimination Complaints must be submitted within 
180 Days of the time the incident happened.



How to Submit a Complaint



Use the Integrity 
Screening Form to 
document the 
details of the 
complaint



Use the Discrimination 
Complaint Form to 
designate the type of 
discrimination & travels 
of the complaint



Retention of Complaint 

Scan all Complaint paperwork into the participant’s

Journey record.



Points to Remember

1.  Accept All Complaints

2.  Use both the Integrity Screening & Discrimination Follow Up Forms

3.  Send All Discrimination Complaints to the State WIC Office within

5 days of receiving.

4.  Scan forms into the participant’s record in Journey.



GOLDEN RULE

Treat everyone as you would like to be treated



Questions



Alimentum Change
UPDATE



Alimentum Update

 All Clients needing Similac Alimentum should receive the model package Alimentum 12.1 
oz. NEW.

 Your agency will be contacted if you have clients in the month of July or August with 16 
oz. can checks to replace them with the 12.1 oz. can package.

 If your clients are experiencing difficulty finding the NEW 12.1 oz. can, the 16 oz. can size 
will be available until July 11th, 2016.  Please contact state office with special 
circumstances.

 All stores have the ability to order in the 12.1 oz. can.  If any issues arise, contact the local 
vendor manager.



Baby Food Changes 



Infant Food Checks 
Starting July 1st, checks will list infant 
foods according to the number of 4 oz. 
jars, rather than the number of jars or 
two-packs.  

* Checks with the old description can still be 
used through September/October 

Number of Baby Food Jars per Check 

Two Options 

16 jars per check 

10 jars per check 

16 (4-OZ) JARS OR 8 (2-PKS) BABY FRUITS/VEG 3.5 – 4 OZ 

16 (4-OZ) JARS BABY FRUITS/VEG  [2 PK = 2 JARS]

old

new



BABY 
FRUITS/VEG 
4 OZ JARS 

( 2 PK = 2 JARS) 



16 jars per check
Full month of benefits  (32 jars)  

2 Checks with 16 jars 

(+ cereal) 



16 (4 OZ) BABY FRUITS/VEG 



10 jars per check 
Partial month of benefits 

2/3 package:  2 checks with 10 jars                                               
(+2 cereal) 

1/3 package: 1 check with 10 jars        
(+ 1 cereal)  



10 (4 OZ) BABY FRUITS/VEG 



For WIC 
Participants 
There is also an information for  
WIC Vendors 



Food Packages 

• Infant foods should auto-split so there 
are either 16 jars or 10 jars each check 

•If you notice a food package that has 20 
jars on 1 check, it is okay to issue that 
check.  

•Please notify the help desk of the food 
package so we can make the change. 

• Some packages will 
continue to have 16 jars 

on the 2/3 and 1/3 
proration. 

• As we convert all the  
food packages 

• Fully breastfeeding 
infants 

Staff do not have to change food packages that have already been assigned  



Questions



Lost & Stolen Checks 
UPDATE



Lost & Stolen Checks
NEW beginning July 1st, 2016 lost or stolen 
women’s fully breastfeeding food checks can 
be replaced. 

Replacing Infant formula & formula issued 
from a food package III remains the same.

When to replace
 ONE time replacement in a 6 month period, up 

to 3 months of checks can be replaced for the 
occurrence.  

Complete a “lost or stolen check report” and scan 
into the client record.



Lost Check 
Replacement

 Use the “Reprint” 
function, to replace 
formula or fully 
breastfeeding mom’s 
checks only.

 Select the check(s) that 
will be replaced.

 Use the code “LOST”

 Print

 DO NOT VOID the food 
checks that are not 
replaced.  If found the 
client may use them.



Stolen Check 
Replacement

 Checks reported as STOLEN, 
replace using the “Reprint” 
function.  Only formula or fully 
breastfeeding mom’s checks 
may be replaced.

 Select the check(s) that will 
be replaced.

 Use the code “STOLEN”

 Print

 NEW- VOID the food 
checks that are not 
replaced.  If the client finds 
the checks that have been 
voided, they MUST be 
returned to the WIC office.

To replace 
stolen checks 
use REPRINT

To VOID 
stolen checks 
you are NOT 
replacing use 
VOID



Questions



Baby Behavior 
UPDATE



4 Nutrition Education Contacts 
Consistent Baby Behavior Messaging

1. Prenatal – During 2nd trimester/after 20 weeks gestation 

2. Pregnancy - The month before due date 

3. Infant Certification 

4. Infant 1 Month Education 



Materials

Staff Training – Recorded 
presentation describing 
how to use the materials 

Nutrition Education 
Contact 

Card Option 

Nutrition Education 
Contact 

Video Option 

August 
31st



Checking Those Checks
REMINDER



Checking Those Checks-What is 
different?
LEGACY

Manual Check register helped with 
accountably of all checks.
Easier to identify if checks were not issued.

All checks printed from one check printer.

Only one person could print at one time.

Checks came off of the printer in one 
continuous set.

Easier to separate by family & month.

MICR line was pre-printed on check stock.

JOURNEY

Client signs electronically.

In some locations, more than one check 
printer is available.

Multiple users can print simultaneously.

Check stock now comes in sheets with 3 
checks per sheet.

MICR line & check number is imaged at time 
of printing.



Checking Those Checks-Prevention

MICR lines

No letters, only numbers
Different font

A distorted MICR line cannot be processed 
by automated bank readers

PREVENTION is the KEY
Double check the MICR line appears in this 

format

 If the MICR line is different, contact the 
WIC help desk immediately.  

Issuing multiple months of benefits

Prevention
Check that all checks in the envelope 

are for the same month & the month 
is indicated on the front of the 
envelope prior to issuing checks.



Checking Those Checks
Food Package Issuance



Checking Those Checks
Prevention of issuance of food package 

Use the Food Benefits Panel to review the checks prior to printing

Have the client review the checks

Review the checks with the client, ask “are you receiving ___________ 
foods/formula?”



Checking Those Checks
Voided Checks Reprinted Checks

FDTU Redeemed date & amount Reissued
FDTU Redeemed date & amountReissued

Original 
FI #



Checking Those Checks
Preventing VOIDED or REPRINTED checks from being issued to the client
First write VOID on the checks that are VOIDED/REPRINTED

Put the checks off to the side to prevent these checks from being issued

Use the Food Benefits Panel to verify the correct check numbers to be issued



Checking Those Checks

Use the Food Benefits Panel prior to printing
Verify # of months intended to print is correct

Verify the correct food package has populated on the food 
benefits panel 

Ask the client if their child/children is receiving 
_________foods/formula?

Verify all participants that should have checks, have 
checks to be printed



Checking those Checks
Use the Food Benefits Panel after printing
Verify the correct number of checks for each 

participant have printed

Verify the food package with the client

Separating checks by month

Verify the number of checks in each 
envelope matches what is printed according 
to the food benefits panel



Checking Those Checks-TIPS
Have the client look over their checks

Check the MICR line of all checks

Double check that you have all participants checks for each month 
in the correct month envelope.

Always write VOID on checks that are voided or reprinted prior to 
issuing new checks



Questions



INCOME GUIDELINES
2017 GUIDELINES



New Guidelines 
Effective July 1, 2016

 Income guidelines in 
Journey will be updated 
prior to July 1st.

 Income procedure has 
been updated and is 
posted on the website.

 Outreach Brochure 
“Healthy Kids – Healthy 
Families” is currently 
under revision to include 
the new guidelines.  A 
memo will be sent when 
these are available.

 Revised Healthy Kids –
Healthy Families outreach 
brochure will be available 
in English and Spanish.



FOSTER TEENS
NEW GUIDANCE FOR ENROLLING IN JOURNEY



Foster
Teens

THREE POSSIBLE SCENARIOS

1. Pregnant teen is placed in foster care.

2. Teen has her baby and both are placed in 
foster care.

3. Teen has her baby …. Teen is in foster care …. 
Baby is not in foster care.





Foster
Teens

Creates a name that displays in the drop down lists to 
identify the signee



Points to Remember



Questions



WIC Formulary
NEW



Formulary has been updated as of June 2016

• Formula Name 

• Manufacturer 

• Maximum Number of Cans Per Month by Age 

Journey has the most up-to-date information on formulas WIC provides 



Not every special formula has a 
model food package 

•Can leave model package blank and tailor the 
package 

•Will need to use “Add Food” button 

•Select category

•Select item description 

•Will need to use “Add FI” button 

•Use WIC formulary to determine maximum # 
of cans 

Special Formula Food Packages 



PAF – Physician Authorization Form

UPDATED FORM 



Back of Form 

•Now includes the ICD-10 Diagnostic 
Codes 

•A few more diagnoses listed 

•Examples of formulas WIC provides 
updated 

Front of Form 

•Slightly changed formatting 

•Moved Date line above HCP signature 

•Infants – now includes an area to 
indicate additional special formula 
needed for infants over 6 months of 
age 

•Children – Removed area for indicting 
soy 







Infants 6-12 months can get 
same amount of formula as 

4-5 month infant 

Is not a choice 
between more 
formula or food

Must have 
developmental 

or medical need  

Monitor infant ability to tolerate solid 
foods and continued need for additional 

formula at 9 month nutrition ed visit 



Questions



Authorized Representatives
WHAT CAN THEY DO?



What Can a Authorized Representative Do?

** Additional Authorized Representative may change AR’s and Proxies in special 
situations when something has changed with the Primary AR.   Call the State WIC Office 
for guidance when this occurs



What Can a Authorized Representative Do?



What Can a Authorized Representative Do?



When Is an 
Additional 
Authorized Rep 
Allowed to 
Replace/Change 
the Primary AR?

 Foster situation:
 Child moves into foster care
 Child moves back with bio-parent

 Primary AR in jail or rehab.  No way to contact 
to get documentation about the situation.

 Primary AR dropped children off with 
grandma or other person and never returned.  

 Children now living with dad and has no idea 
where mom is or unable to contact.    No 
court papers or Medicaid change yet.



Questions



Documenting Averaged Income in 
Journey 

NEW POLICY



Use the Note Area to specify why 
income was averaged and length 
of time.



Questions



Using the Phone to View 
Proofs
CLARIFICATION



Rules for Using Photos on a 
Cell Phone

Cannot:

be used for Identity



Rules for Using Photos on a 
Cell Phone

Must:

Show entire document

Be clear & readable



Documents That Can Be 
Shown on a Cell Phone

Include:

*  Any web site showing the approved document or

information

*  A picture of a approved document/envelop sent to 

WIC or the client’s phone by someone else.



Who Can Use This?

Any Client (who has forgotten a proof)



How Often Can a Picture of 
a Document Be Shown on 
Someone’s Phone?

As often as necessary



Questions



Upcoming Webinars
SAVE THE DATES



FUTURE TRAINING

Date Time (CST) Tentative Topics

Jan. 31, 2017 TBD Webinar

March 31, 2017 TBD Webinar

April or May 2017 1 ½ or 2 days WIC/CSFP Conference

June 30, 2017 TBD Webinar

Sept. 29, 2017 TBD Webinar



Thanks for attending 
REMEMBER TO COMPLETE THE ATTENDANCE POLL BEFORE 
LOGGING OUT 


